Steps to Archive Email via VPN

Connect to the VPN via the Cisco AnyConnect client using your Tusculum network account and password

€9 Cisco AnyConnect | 207.191.186.2

% Please enter your username and password,
—_—

Group: ['I'L.ISC_R.A_'M'PN

Username: | dburns

Password: | FEEFEERETE

Flease enter your username and password.,

o - e 207.191.185.2 Connect

Once connected to the VPN this icon will show in the bottom right-hand corner of the screen:

Open Outlook and click on File, Cleanup Tools, Archive

©

Account Information

Open & Export

T/ dburns@tusculum.edu
[ Microsoft Exchange

4 Add Account

F Account Settings
ad}

Save As

Change settings for this account or set up more connections.
A“I""“"i Access this account on the web,
Settings https://mail.tusculum.edu/owa/
Office Account
Options Y2
Exit Automatic Replies (Out of Office)
€« Use automatic replies to notify others that you are out of office, on vacation, or
Automatic not available to respond to e-mail messages.
Replies
= Mailbox Cleanup
i

Manage the size of your mailbox by emptying Deleted lterns and archiving.
e | |
Tools =

259 ME free of 1 GB

a Rules and Alerts
=1 Use Rules and Alerts to help arganize your incoming e-mail messages, and receive
Manage Rules updates when items are added, changed, or removed.
& Alerts
2 Manage Add-ins
ofF Manage and acquire Web Add-ins for Outlook.




In this window select the option below for the entire mailbox

OArchi‘ue all folders according to their AutoArchive settings
@Archive this folder and all subfolders:
W Eg dburns@tusculum.edu S
Inbox (4]
7 Drafts
7 >ent ltems
IZ] Deleted Items t
E Calendar
[£5] Contacts
‘% Journal
[e Junk E-Mail

Motes W
Archive items older than: | Mon 1/6/2020 o
Include items with "Do not AutoArchive” checked

Archive file:

H:harchive.pst Browse...

OK Cancel

Also select the date that you want to archive from. Also select the filename and drive location where you want to save

the archive file. The setting above will be archived to the H drive but it can also be saved to a local drive or any other
drive.

Click OK and the archive will start immediately and should only take a few minutes to complete.

These are the exact same settings that can be used to archive when connected to the Tusculum network (except
connecting to the VPN will not be needed).



